Chapter 4 Application Package

4.1 Introduction to Office Package

We’ll dive into some amazing tools that are commonly used in schools, offices, and workplaces.
These tools help people write documents, make presentations, manage numbers, and even store
large amounts of data. The main tools include:

e Word Processor: A tool like Microsoft Word or Google Docs used for writing letters,
reports, or assignments,

e Presentation Tool: Software like PowerPoint or Google Slides that helps create
attractive slides for presentations.

e Spreadsheet Package: Tools like Excel or Google Sheets to handle calculations,
organize data in rows and columns, and create charts.

o Database Management System (DBMS): Software that helps store and manage large
amounts of data, like keeping records of students in a school.

What Should You Learn in a Word Processor?

A word processor is like a digital notebook that helps you create, edit, and format text. Learning
the basics will make you confident in writing neat and professional documents. Here’s what you
need to focus on:

1. Getting Started

e Opening and Saving a Document: Learn how to create a new document, open existing
ones, and save your work so you don’t lose it.

e Understanding the Toolbar: Get familiar with the menu and buttons at the top (e.g.,
File, Home, Insert) to access different features.

2. Writing and Editing

o Typing and Editing Text: Learn to type, delete, copy, and paste text.
« Undo and Redo: Use these options to correct mistakes easily.
e Find and Replace: Quickly locate specific words and replace them if needed.



3. Formatting Text

Font Styles and Sizes: Change the way your text looks by adjusting fonts, sizes, and

colors.
Bold, Italics, and Underline: Emphasize important words or phrases.

Alignment: Align your text to the left, right, center, or justify it for a professional look.

4. Working with Paragraphs

Line Spacing: Adjust the space between lines for better readability.
Indentation: Move the text inwards to start paragraphs neatly.
Bullets and Numbering: Organize ideas or lists with bullets or numbers.

5. Adding Elements

Inserting Images and Shapes: Make your document more engaging by adding pictures,

shapes, or diagrams.
Tables: Use tables to organize data into rows and columns.
Headers and Footers: Add titles, page numbers, or dates to the top or bottom of pages.

6. Reviewing Your Work

Spell Check and Grammar Check: Let the software help you find and fix errors in

spelling and grammar.
Word Count: Check how many words or characters are in your document.

7. Page Layout

Margins and Orientation: Set margins (the blank space around the text) and choose

between portrait or landscape layout.
« Page Breaks: Divide your text into pages properly.



8. Printing and Sharing

e Print Preview: See how your document will look before printing.
« Sharing Options: Save your document as a PDF or send it via email.

Shortcut Key

Description

Ctrl + N Create a new document.

Ctrl+ O Open an existing document.

Ctrl + S Save the current document.

Ctrl + P Print the document.

Ctrl + X Cut selected text.

Ctrl + C Copy selected text.

Ctrl + V Paste copied or cut text.

Ctrl+Z Undo the last action.

Ctrl+Y Redo the last undone action.

Ctrl + B Make text bold.

Ctrl + 1 Make text italic.

Ctrl + U Underline text.

Ctrl + E Center-align text.

Ctrl + L Left-align text.

Ctrl + R Right-align text.

Ctrl +J Justify text (align evenly on both left and right margins).
Ctrl + A Select all text in the document.

Ctrl + F Open the find tool (search for specific text).
Ctrl + H Open the find-and-replace tool.

Ctrl + Enter Insert a page break.

Ctrl + Home Move to the beginning of the document.
Ctrl + End Move to the end of the document.

Ctrl + Shift + C

Copy formatting (style) of selected text.

Ctrl + Shift + V

Paste formatting (style) to new text.

Ctrl + K

Insert a hyperlink.

Ctrl + Shift + >

Increase font size.

Ctrl + Shift + <

Decrease font size.

Ctrl + G

Open the Go To dialog box.

Ctrl + Shift + L

Apply a bullet list.

Ctrl +1

Set single line spacing.

Ctrl + 2 Set double line spacing.
Ctrl +5 Set 1.5 line spacing.
Alt + Shift + D Insert the current date.

Alt + Shift+ T

Insert the current time.




What Should You Learn in PowerPoint?

PowerPoint is a tool that helps you create presentations with slides. These slides can include text,
images, and other elements to make your ideas visually appealing. Here’s what you need to focus
on:

1. Getting Started

o Creating and Saving a Presentation: Learn how to start a new presentation, open
existing ones, and save your work.

e Understanding the Interface: Familiarize yourself with the Ribbon (menu at the top),
Slide Pane (where slides are shown), and Notes Pane (for speaker notes).

2. Working with Slides

e Adding and Deleting Slides: Insert new slides or remove unwanted ones.

o Slide Layouts: Choose different layouts (e.g., Title Slide, Content Slide) based on what
you want to present.

« Reordering Slides: Rearrange slides to make your presentation flow smoothly.

3. Adding Content

e Typing Text: Add and format text in placeholders or text boxes.
e Inserting Images and Videos: Make your slides engaging by adding pictures, videos, or
even GIFs.

e Tables and Charts: Include tables or charts to present data visually.

4. Designing Slides

e Themes and Templates: Choose pre-made designs or templates to give your
presentation a professional look.

e Backgrounds: Customize the slide background with colors, gradients, or images.

« Transitions: Add effects when moving from one slide to the next (e.g., fade, wipe,
zoom).



5. Animations

« Adding Animations: Make text, images, or shapes move to grab attention.
e Animation Timing: Set when and how fast animations appear.

6. Presenting

o Slide Show Mode: Practice presenting your slides in full-screen mode.

o Speaker Notes: Add notes to guide you while presenting without showing them to the
audience.

« Navigation: Learn how to move between slides during a presentation.

7. Collaboration and Sharing

e Comments and Feedback: Collaborate with others by adding comments or responding
to theirs.
« Export Options: Save your presentation as a PDF, video, or share it directly online.

8. Tips for a Good Presentation

o Keep It Simple: Avoid overcrowding slides with too much text or images.

o Use Consistent Fonts and Colors: Make sure your presentation looks neat and
professional.

o Practice: Rehearse your slides to ensure smooth delivery.

Shortcut Key Description
Ctrl +N Create a new presentation.
Ctrl+ 0 Open an existing presentation.
Ctrl +S Save the current presentation.
Ctrl+P Print the presentation.

Ctrl+ M Insert a new slide.
Ctrl+D Duplicate the selected slide.
Ctrl + Shift + D Duplicate the current slide.




Ctrl + X Cut selected text, image, or slide.

Ctrl+ C Copy selected text, image, or slide.
Ctrl+V Paste copied or cut text, image, or slide.
Ctrl +2Z Undo the last action.

Ctrl+Y Redo the last undone action.

Ctrl+B Make selected text bold.

Ctrl +1 Make selected text italic.

Ctrl+ U Underline selected text.

Ctrl+E Center-align text.

Ctrl+ L Left-align text.

Ctrl +R Right-align text.

Ctrl + A Select all elements on a slide.

Ctrl + F Open the find tool (search within the presentation).
Ctrl + K Insert a hyperlink.

F5 Start the slideshow from the beginning.
Shift + F5 Start the slideshow from the current slide.
Esc Exit the slideshow view.

Ctrl+ G Group selected objects.

Ctrl + Shift + G

Ungroup selected objects.

Ctrl + Home

Move to the first slide.

Ctrl + End

Move to the last slide.

Ctrl + Shift + >

Increase font size.

Ctrl + Shift + <

Decrease font size.

Alt + Shift + Up

Move a slide up in the order.

Alt + Shift + Down

Move a slide down in the order.

Ctrl+T

Open the font dialog box for more text options.

Alt+W, Q

Zoom in or out on the slide.




What Should You Learn in Excel?

Excel is a powerful tool that helps you organize, calculate, and analyze data. Whether it’s for
school projects, tracking expenses, or creating charts, Excel makes working with numbers and
data easy. Here’s what you should learn:

1. Getting Started

e Creating and Saving Workbooks: Learn how to open a new workbook, save your work,
and open existing files.

o Understanding the Interface: Get familiar with rows (horizontal), columns (vertical),
and cells (the boxes where you enter data).

2. Working with Data

o Entering Data: Type numbers, text, or dates into cells.

o Editing Data: Learn how to copy, paste, cut, and delete data.

o AutoFill: Use this feature to quickly fill cells with data patterns (like numbering or days
of the week).

3. Formatting

e Adjusting Rows and Columns: Change the size of rows and columns for better
visibility.

« Text and Number Formatting: Change fonts, text color, or apply bold/italic styles.
Format numbers as currency, percentages, or dates.

o Cell Borders and Shading: Add borders and colors to make your data easier to read.

4. Basic Formulas and Functions

« Simple Calculations: Use basic math operations like addition (+), subtraction (-),
multiplication (*), and division (/).
« Common Functions: Start with easy functions like:
o SUM: Adds numbers (e.g., =SUM(AL:A5)).
AVERAGE: Finds the average of numbers.
COUNT: Counts how many numbers or items are in a range.
MAX and MIN: Finds the largest and smallest values in a range.
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5. Organizing Data

e Sorting: Arrange data in order (e.g., alphabetical or numerical).
o Filtering: Show only specific data that meets certain criteria.
o Freezing Panes: Keep the top row or first column visible while scrolling.

6. Creating Charts

e Types of Charts: Learn how to make bar charts, pie charts, and line graphs to visualize
data.

o Customizing Charts: Adjust titles, labels, colors, and styles to make your charts clear
and appealing.

7. Working with Multiple Sheets

e Adding and Renaming Sheets: Organize your workbook by using multiple sheets for
different data.

« Linking Data Across Sheets: Use formulas to connect data from one sheet to another.

8. Printing and Sharing

e Print Preview: Check how your worksheet will look before printing.
o Page Layout: Adjust margins, orientation (portrait or landscape), and paper size.
« Sharing Options: Save your file as a PDF or share it via email or cloud services.

9. Tips for Success

o Stay Organized: Keep your data neat and well-labeled.
e Practice Formulas: The more you practice, the easier they’ll become.
e Double-Check Data: Small errors can lead to incorrect calculations, so always review

your work.
Shortcut Key Description
Ctrl + N Create a new workbook.
Ctrl + O Open an existing workbook.




Ctrl +S

Save the current workbook.

Ctrl + P Print the worksheet.

Ctrl + X Cut selected cells.

Ctrl + C Copy selected cells.

Ctrl + V Paste copied or cut data.

Ctrl+Z Undo the last action.

Ctrl+Y Redo the last undone action.

Ctrl + A Select the entire worksheet.

Ctrl + F Open the find tool (search for specific data).
Ctrl + H Open the find-and-replace tool.

Ctrl + Home Move to the beginning of the worksheet (cell Al).
Ctrl + End Move to the last cell with data in the worksheet.

Ctrl + Arrow Keys

Jump to the edge of a data region in the specified
direction.

Shift + Arrow Keys

Extend the selection by one cell in the specified direction.

Ctrl + Space Select the entire column.

Shift + Space Select the entire row.

Ctrl + Shift + L Apply or remove a filter from a table or range.

Ctrl+T Convert the selected data into a table.

Ctrl + - Delete selected cells, rows, or columns.

Ctrl + Shift + + Insert new cells, rows, or columns.

Ctrl +1 Open the Format Cells dialog box.

Ctrl +5 Apply or remove strikethrough formatting.

Ctrl +9 Hide the selected rows.

Ctrl + Shift +9 Unhide hidden rows.

Ctrl +0 Hide the selected columns.

Ctrl + Shift + 0 Unhide hidden columns.

Ctrl + Shift + ; Insert the current time.

Ctrl +; Insert the current date.

Alt + = Automatically sum up selected cells (AutoSum).

F2 Edit the active cell.

F4 Repeat the last action or toggle between relative and
absolute references in formulas.

F11 Create a chart based on selected data.

Ctrl + Shift + U Expand or collapse the formula bar.

Ctrl + Alt + V Open the Paste Special dialog box.

Ctrl +° Show or hide formulas in the worksheet.




4.2 Introduction to Domain-Specific Tools

You’ll also learn about tools designed for specific purposes. These are software applications used
in different fields, such as:

e School Management System: Used by schools to manage student details, teacher
information, and attendance.

« Inventory Management System: Helps track stock in shops, warehouses, or businesses.

o Payroll System: Used to calculate salaries for employees.

« Financial Accounting: Software to manage money, expenses, and accounts.

o Hotel Management System: Tracks bookings, customer details, and room availability.

o Weather Forecasting System: Helps predict the weather by analyzing data.



